From: Ashmeade, Iris

To: Westra, Don; Fortson, Donald O.

Cc: Tellis, Vickie; Mills, Keith; Weeks, Sharon E.; Patillo, Shayla; Greene, Warren; Evans, Malikah; Ashmeade, Iris

Subject: Pre-staging, Shredding Recommendation, Supplies and Just in Time Training for the Fresh Start Initiative -
Thanks!!!

Date: Saturday, March 19, 2022 2:13:07 PM

Attachments: Fresh Return Initiative-Checklist DRAFT MARCH 19 2022 IJA EDITS.docx

As delineated on the attached, the Divisions are due to provide the following by March 23, 2022:

Divisional POC
Identified pre—staging areas for masks and gloves, excess/surplus property and records
management

Don and Donald please be prepared to label each of the pre-staged location on Thursday, March 24,
2022. If Divisions fail to predesignate spaces, then choose them yourselves. We need to label each
location so that employees know where to put their belongings.

Don and Shayla: It was recommended that we might consider getting a massive shredding truck to
come in and have them available to shred on site. That would certainly help with documents that
don’t require retention but may have sensitive information or PIl. | recommend looking into the
feasibility of this. | don’t think it would be cost effective to have a truck there daily for 3 weeks but
at strategic time weekly would be my recommendation. Another option might be renting larger
shredders that we could put one on each floor or every other floor for usage. My thoughts.

Don and Shayla: Could you please share the records plan in advance of our next Clean-up Planning
Meeting next Wednesday.

Warren: We need to reach out again please to the PCOs to ensure they know again what they are
doing. | know you provided training.

Shayla: | recommend reaching out to the Records Coordinators as well and providing any just in
time training they may need.

Donald, Don, Shayla, Warren, Malikah: We need to ensure that we have all supplies on-hand, to
include records boxes, gloves and masks NLT next Thursday, March 24, 2022. Reminder: Employees

will ot be cleaning their cubicles nor offices.

Thanks so much to each of you. Please be prepared to report out at our Wednesday meeting with
Vickie.

Please let me know if you have any questions and recommendation or if | have missed something
inadvertently. | appreciate it.

Iris

Iris J. Ashmeade


mailto:Ashmeade.Iris@epa.gov
mailto:Westra.Don@epa.gov
mailto:Fortson.DonaldO@epa.gov
mailto:Tellis.Vickie@epa.gov
mailto:Mills.Keith@epa.gov
mailto:Weeks.Sharon@epa.gov
mailto:Patillo.Shayla@epa.gov
mailto:Greene.Warren@epa.gov
mailto:Evans.Malikah@epa.gov
mailto:Ashmeade.Iris@epa.gov

[image: ]FRESH RETURN INITIATIVE  

ROLES & RESPONSIBILITIES

“CHECK LIST”





Overview: 

R4’s Re-entry preparations will begin with a Fresh Return Initiative across all floors, offices and workstations. Upon departure from working in the spaces, no one could have guessed we would be largely absent from the building in a two plus years remote working status.  Our spaces need dedicated attention to removal of food, dead plants, excess paper, records compilation and storage and the massive decluttering of offices and cubicles. All spaces include empty desktops and the removal of any items from the floor.  Personal belongings must also be removed from surfaces for cleaning.  This initiative improves access for building management cleaning and exterminating while ensuring our return to a fresh and safe work environment. MSD will coordinate with Division/Office representative(s) for their respective employees/locations.  Remember this initiative starts on March 28, 2022 through April 15, 2022



Each Division Will: 

· Develop, coordinate, and execute your cleaning plan

· Identify Division/Office Point of Contact (POC) and provide names to Iris J. Ashmeade and Donald O. Fortson, via an email titled : (Division Name) Fresh Start Initiative POC  NLT  Wednesday, March 23, 2022 .  

· Ensure a Manager is physically onboard for each cleaning day

· Ensure all personal items, plants, food, clutter, paper, etc. are removed from the shelves, desks, floors (i. e. all visible surfaces) and each vacant cubicle located within your Division

· Identify and provide to Iris J. Ashmeade and Donald O. Fortson,  via an email titled (Divison Name) Prestaging Areas by Floor), NLT Wednesday, March 23, 2022 the designated location(s) (cubicle/office number(s)) for staging each of the following: 

· Masks and Gloves

· File storage 

· Archive Record boxes 

· Surplus Accountable Property

· Coordinate all surplus property with your Division/Office Property Custodial Area Officers for proper tagging and coordination with FGAMB’s FESS Property Management Team. Stage labeled property in designated staging location per floor.

· Coordinate all file staging and records archiving with ISMB’s Records Management Team for proper tagging and coordination. Stage labeled boxes in designated staging location

· Recycle in the designated Recycling Rooms (located East side) per floor for EPA laborer contractor’s daily collection.  Specifically includes: 

· Recyling bins (paper, broken down boxes/cardboard)

· Office supplies (notebooks, clips, whole punchers, etc.) placed shelves.

· Old batteries should be returned to the mailroom for further disposition and not placed in the recycling rooms

· Remove personal items (food, plants/potting soil, etc.) and/or discarded in designated trash receptacles.

· Ensure cubicles/offices are cleared of all excess paper, boxes on/under worksurfaces. 

· Return recycling bins to the floor Recycling Rooms for daily empty/return by EPA contractor staff. 

Do Not: 

· Block main egresses (corridors, entrances/exits, stairwells, restrooms)

· Bring in cleaning supplies; cleaning will be accomplished by the pest control company  

· Dispose of food/plants/soil in paper recycling bins 
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Branch Manager, Facilities, Grants and Acquisitions Management Branch
Mission Support Division

EPA, Region 4

SNAFC —9T25

Atlanta, GA 30303

Phone: (404) 562-8158



